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BOARD RULES

LEAVES OF ABSENCE, HOLI DAYS

Leaves of Absence

A.

B.

Leaves of absence are classified as foll ows:

A WNPEF

Si ck

Leave of absence with pay

Leave of absence w thout pay

Absence without | eave and pay

Adm ni strative |eave - The appointing
authority may grant adm nistrative
leave with pay for periods not to
exceed thirty (30) days when
ci rcumst ances devel op t hat woul d
warrant the renoval of an enpl oyee from
t he department without disadvantage in
order for the appointing authority to
conduct an i nvestigation concerning the
conduct of the enployee. Thi s period
may not extend beyond thirty (30) days
wi t hout approval of the civil service
boar d.

| eave:

Each enpl oyee of the classified service
shall be entitled to and given, wth
full pay, sick |eave aggregating not

less than fifty-two (52) weeks during
any cal endar year for any sickness or
injury or incapacity not brought about
by his own negligence or cul pable
i ndiscretion. Any enployee of the
classified service who draws such ful
pay during sick |eave shall have such
pay decreased by the amount of
wor kman' s conpensati on benefits
actually received by such enployee.
Cl assification of |eave of absence for
the forenmentioned will be "Leave of
Absence Wth Pay."

Sick |eave shall not be used for
absences i ncurred because of attendance
to personal affairs. Any enpl oyee on

sick leave is required to diligently
pursue full recovery and any activity
which is contrary to this endeavor nmay
be the basis for disciplinary action
whi ch could include term nation.
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When an enployee of the classified
service is ill and cannot report for
duty, it is his responsibility to
notify the Chief, Assistant Chief, or
Captain not later than two (2) hours
prior to the start of the assigned duty
period. Failure to call, as indicated
above, wll result in the forfeit of
pay, as it is classified as "absence
wi t hout | eave and pay" and may result
in disciplinary action.

Shoul d any enployee of the classified
service absent hinself before or after
hi s schedul ed days off or at any other
time, he will be required to submt a
doctor's certificate should the absence
be for only one (1) day.

Sick leave is applicable to maternity
claims. Maternity | eave commences when
a doctor certifies that the enployee
cannot performall of the duties of her
position and light duty wthin her
classification is not avail able.

Funeral Leave

1.

Exam

An enployee's immediate famly is
defined to consist of parents, spouse,
br ot her or si ster, grandparents,
children, and step-children.

Funeral leave in the event of an
imediate famly deat h shal | be

aut hori zed wi t hout | oss of pay or |eave
time not to exceed one (1) day, except
in extenuating circunstances endorsed
by the enpl oyee's chief. Funeral |eave
is authorized for the specific purpose
of attending the funeral of t he
deceased fam |y menber.

If an enployee of the classified
service has a death in his famly and
cannot report for duty, it is his
responsibility to notify the Chief,
Assistant Chief, or Captain not |ater
than two (2) hours before he is
scheduled to report to duty.

nati ons

Each enpl oyee of the classified service
shall be granted "l eave of absence with

STL#2 04-28-99



Rul es

E. Civil

1.
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pay" to take any nunicipal fire and
police civil service exam nati on
Provi si onal enpl oyees are gr ant ed
"l eave of absence with pay" to take a
muni ci pal fire and police civil service
exam nation for the class that they
hol d provisionally.

Leave

Absence because of jury duty is "leave
of absence with pay." However, the
enpl oyee nust present the jury notice
five (5) days in advance to the chief

of the departnment. An enpl oyee shall
be authorized to take |eave tinme when
perform ng jury duty, or when
subpoenaed to appear before a court,
public body, or conm ssi on, on
departmental business, or enmergency or
civilian duty in connection wth
nati onal defense. The district wll

pay the difference between pay earned
for the special duty and the enpl oyee's
regular pay fromthe city.

District Court or Civil Service Board

At t endance

1.

Attendance in city or district court on
depart nent al business is wth pay
provi ded that the attendance is ordered
by subpoena or other court order.
Shoul d any enployee of the classified
service be required to be in attendance
in court on departnental business, on
his tinme off, such time shall be
conpensated at his normal rate of pay.

Each nmenmber of the classified service
must present to the chief of the
departnment any such notice to appear in
court at least five (5) days in advance
of such court attendance. Copy of such
notice shall also be sent to the board.

Each departnment nmenber of the civil
service board shall be granted | eave of
absence, with pay, for the duration of
any civil service board meeting which
t he enpl oyee representative attends, or
for any time required to assist wth
civil service exam nations.
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Mlitary Leave with Pay

1.

An enpl oyee shall be authorized to take
| eave without |oss of pay or vacation
| eave when perform ng ener gency
mlitary duty or participating in the
t wo- week annual training duty required
by menbership in a reserve unit of the
United States Arnmed Forces or the
Loui si ana National Guard, for a maxi num
of fifteen days as provided by Revised
Statute 42:394. Each nmenmber of the
classified service shall give such
notice of ordered duty at |east 30 days
in advance to the chief of the
departnment and this board, if known by
him Should an enpl oyee be called out
on an energency basis, he should
contact his supervisor, the chief of
t he departnment.

Mlitary Leave w t hout Pay

1.

Any nmenber of the classified service
called into the Arned Forces, will be
carried on mlitary | eave w thout pay
until he returns to duty. The enpl oyee
is required to notify the chief of the
departnment and this board.

Any nmenber of the classified service
who is called into the Arned Forces
will be allowed to take what ever annual
| eave to which he is entitled.

Provi si onal enpl oyees wil | not be
granted a mlitary |eave of absence.
They shall be required to resign or be
dropped from servi ce.

Any nenber of the classified service
who is a nmenber of the National Guard
or in the Reserves of the Arned Forces,
upon being ordered to active duty,

shall be given any |eave due the
enpl oyee in Section G Shoul d the
enpl oyee have used all |eave to which
he is due (in Section G, he shall be

granted mlitary | eave w t hout pay.

Personal Tinme O f

1.

Each menber of the classified service
may apply to the chief for personal
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time off when such tine off will not
exceed two (2) days off and this | eave
is classified as "leave of absence

wi t hout pay."

2. Any menmber of the classified service
taking personal time off wi t hout
applying for it shall be considered as
"absent w thout |eave or pay."

3. The enployee will first use any
accumul ated | eave before applying for
personal tinme off.

J. Annual Leave

1. Each full time enployee of t he
classified service, after having served
one year, shall be entitled to an
annual vacation  of ei ghteen (18)
cal endar days wth full pay. Thi s
vacation period shall be increased one
day for each year of service over ten
years, up to a nmaxi mum vacation peri od
of thirty (30) days all of which wll
be wth full pay. The vacation
privileges herein provided for shall
not be forfeited by any menber of the
departnment for any cause, nor may any
cash paynent be nade in |lieu of
vacati on.

2. Ei ght een cal endar days (18), vacation
may be taken after one (1) year of
conti nuous enpl oynent.

3. Each enpl oyee nay di vi de vacati on | eave
into separate periods, the total of
which shall not exceed the enployee's
total accrued vacation |eave tine.

4. Al'l enpl oyee vacati on schedul es nmust be

approved by the chief before any

vacation is to begin. Enpl oyees with
the greatest departnmental seniority
will have priority on the scheduling;

however, the appointing authority has
the right to regulate the tinme at which
any enpl oyee is granted annual | eave as
provided in Revised Statute 33: 2557.

K. Hol i days

Chri st mas
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New Year's Day

July 4

Labor Day

Thanksgi vi ng Day

Nati onal Menorial Day (Observed)
Vet eran' s Day

East er Sunday

Col unmbus Day (Observed)

Martin Luther King, Jr. Day

CORNDUAWN

=
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Should a nmenber of the classified service
wor k assi gnment be such that the enployee is
schedul ed to work on a |legal holiday as set
by this board, the enployee will be paid an
addi ti onal conpensation of one (1) tinmes the
normal rate of pay. However, governing
authorities, at their option, my grant
enpl oyees time off fromwork for which such
addi ti onal conpensation would be due and
payabl e to said enpl oyees as according to LA
Revi sed Statutes 33:1999.

Special Leave - Seniority

1. Special |eave without pay up to thirty
(30) days my be granted by the
appointing authority. Any speci al
| eave, with or wthout pay, exceeding
thirty (30) days nust first be approved

by the civil service board and if
approval is granted the board wil

det er m ne, at t hat time, i f
depart nent al seniority i's to be

interrupted or continued.
Expiration of Leave

1. Any enmpl oyee who fails to report for
duty upon the expiration of any
aut horized leave will be considered to
have resigned from the departnental
service on the cal endar day followi ng
| eave expiration.
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